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ACTION PLAN 
Milestones re 


and 

objective - "By the end of FY-76 develop 

Office of Training an organizational 
plan in consonance with the Word 
Processing Center concept to utilize 
the qualifications of the administrative 
secretarial personnel to the maximum 
extent, while requiring the services 
of a minimum number of such personnel.” 
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FILE# : 2 9 


•OBJECTIVE NO. 
DC I 


I)AT : pF HEt 

OFFICE OK "TRAINING ACTION PLAN 


opt : 


DD 

B 6730 3 


OFFICE 

00 


DIV 

SRS 


OBJECTIVE: BY THE END OF FY 1073 THE AGENCY ^ 

TRAININ'-: RECORD ( ATR ) ; I ILL A. . 

OUTPUT; AND P REPENT DESIGN; TO tW- I- 1 - C Rl 
KEEP ONE I VE TO REQUIREMENTS. 


FISCAL YEAR ‘ \ 
]BT , MAN YEARS 
EOT. DOLLARS 
TARGET DATE 
ACTION OFFICER 


1 ft 7 6 

.20 

3 HOD 

30 JUN 1973 
CHIEF R/G 


STATUE 

STATUS 

STATUS 

STATUS 

STATUS 

STATUS 


* « * * * «■#» *• ■!- * * M j i , p c n. . c . np s * * * * * *" * ft * * * 11 

JUL .AUG SEP OCT . NOV DEC’ JAN FEB KAK 


JUL- 
S EE ■ 
NOV' 
JAN 
MAR 
MAY 


AP R 


•AUG = 

r»<Tt .. 

-DEC - 
-FEB = 
-AP R 
-JUN 


KAY 


JEN 


1, REVIEW ATR PROGRAMMING WITH OJCS PERSON NFL. 
SEP 


2, REVIEW OF PRESENT CODING PROCEDURES WITHIN RG . 


OCT 


3, REVIEW COMPONENT TRAINING INPUT' \ 
SEP 


■vTTH VIEW TOWARDS DEC ENT R A LIKA TI O 


4. REVIEW COURSES RET AIM: 


[,’ )•; IN memory: recommend additions/dlletions 


NOV 


5 . REVIEW:*) 7-YEAR CUT-OFF ;b) 3-DAY DURATION INPUT; d FEASIHILTY 


OF CODING 


3 SELECTED EXTERNAL TRAINING PRIOR TO ACTUAL COMPLETION. 


c\ EC 


6. DETERMINE 


L , prfsfNT ATR REACTION TIME TO CUSTOMER REQUIREMENTS, 



WORK TCARDS DIRECT DATA INPUT 


TO OJCS VIA ISTI? TERMINALS. 
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FILMs'U DAT* OF REPORT : 750306 

OFFICE OF TRAINING ACTION PI AN 

OBJECTIVE NO. 

' . I, Cl DD OFFICE D1V OTR 

1 4~2 ORE 02 

OBJECTIVE: PY END 01 FY 1971- IMP ROVE ADMINISTRATION OF THE 
AGENCY EXTERNAL TRAINING PROGRAM 


FISCAL YFAR : 75 
EST. FAN YEA HR.S .46 
EST. DOLLARS ' : $9000 
TARGET DAI V S JON 
ACTION OFFICER; CP1FF SRS 


STATUS 
STATUS 
STATUS 
STATUS 
ST A I US 
STATUS 


JUL-AUG 
SEP -OCT 
NCV-DFC 
JAN -EE B 
KAk-APR 
MAY- J UN 


#******«•«■»•!(■■»*# -FST CNF 

JUL AUG SEP OCT NOV DEC JAN FEB MAR APR 


MAY JUN 


1. RE-EVA I. DISSFK SYS FOR COURSE ANNOUNCE/INFO; UPDATE REQUIRE LIST 
SEP 


1. BASED ON SURVEY OF COMPONENTS 



APR 


2." Mi ORDER PRIORITES WITHIN OFFICE; 


REORGANISE PROCEDURES TO INCREASE 


JUN 



OVERALL EFFECTIVENESS & REQUEST PAPERWORK SURVFY FROM ISAS 


JUN 


3. REVIEW EKASIB/DECEN SELECT FISCAL/TRAVEL PROC ASPECTS OF PRCG 

JAN 


4. REVIEW PRFS MI'TH ENROL I FMPI OYFES IN OFFICIAL COVER STATUS IN 


4. EXTERNAL PROGRAMS (JOINT V.’ITE COVFR & COMMERCIAL STAFF) 


JUN 


JUN 


REVISE & STREAMLINE SYSTEM OF HAND EXTERNAL TRNG COMPLETIONS; 

JAN 


5. UTILISATION OF COMPUTER APPLICATIONS WHERE FEASIBLE 
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F1LE7/ S If " 


DM” OF REPORT: 7S030G 
OFFICE OF TRAINING ACTION PLAN 


OBJECTIVE NO. 
DCI 


DL> 


OFF IC 1 
1 P-2 


DIV 

SRS 


OTR 

Ob 


OBJECTIVE: CONTINUATION OF MILESTONES FOR WORD PROCESSING CENTER 
OBJECTIVE 


FISCAL YEAR : 

7b A 7G 

STATUS 

JUI.~A.UG 

1ST . MAN YEA KS : 


STATUS 

SEP -OCT 

EST. DOLLARS : 


STATUS 

NOV -DEC 

TARGET DATE : 


STATUS 

JAN -FEB 

ACTION OFFICER: 

CHIEF SRS 

STATUS 

MAR- A PR 



STATUS 

MAY- JUN 


#*##*«'* 4MI-UV# xi.I'S' TONE S #***#«■ ***•»■* «■**■* 

JUL- AUG SEP CCT NOV DEC JAN FEB MAR APR MAY JUN 


G. MAKE RFC CM FOR CHANGES IN MIX OR' QUANTITY OF EQUIP USED BY WPC 

MAR 


7. AS CLERICAL POSI ARE CONSOL; REDUCE BY A.TTRITION/REASSIGNMEN T 


JU 


7.^ NO. CLICK BEKS ON BOARD IN OTR BY EQUIV OF 3 - GS 7/5 POSITIONS 


JUN 


G.IN CONJUNCTION V.'/ IS AS ; COMPARE f» FVA.L COSTS EFFECT OF OTR CLER 


JUN 


G. SUPPORT PRODUCTION USING WPC W/THCSF GENERATED FROM TADITIONAL 

JUN 


8. CLER ARRANGEMENT USED PREVIOUSLY IN OTR 
♦ • JUN 


9. TAKING IN ACCOUNT RECOMMEND SI2E STRUCT OF WPC; REVIEW CLER 

>■>. DEC 

■ 9. POSITION'S OUTSIDE CENTER S MAKE RECOMMENDATIONS FOR THEIR 

-P-Fe ’ 7G 

9. CONSOLIDATION; ABOLISHMENT OR TRANSFER TO WPC 

Approved For Release 2001/08/02 : CIA-RDP81 -0089^0001 00230001 -2 


il LH I 1 / 


i-'/vj 


■_>r Ktruiu; 


/ JUJ\J o 


OFFICE OF TRAINING ACTION W ' 
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■ PCI DD OFF IC I: DIV OTR 

1 1-2 SkS ON 


OBJECTIVE: THROUGH PKVF LOP KENT/ l.MI-' I RKKNTATION OF FORD PROCESSING 
CENTER ; INCREASE CLERIC/ L SUPPORT PRODUCTION AND 
AT SAME TIFF D ICR EASE Cl EPICAL PERSONNEL COSTS BY AT 
LEAST $3 SO 00 DURING FY7 5 . UNDERTAKE SYSTEMATIC REVIEW 
OF V.'.P. TECHNIQUES IN EY 76 


El S CAL YEAR : 75 & 76 
1ST. EAR YEARS: 

ESI' . DOLLARS : 

TARGET DAI E : JUN 
ACTION OFFICER; CLIFF SRf. 


STATUS 
STATUS 
f TATUS 
STATUS 
S TAIL’S 
STATUS 


JUJ.-AUG 
SEP -OCT 
NOV— DEC 
JAN- FEE 
MAR-APR 
MAY -JUN 


«#«« c, TUNES # ## ** ## ttfc* 

JUL AUG S E:p OCT NOV DFC JAN FEB MAR APR KAY JUN 


1. k ECO MM ENT 5 CLERICAL SLOTS COMMENSURATE V.’/ APPROVED GRADE 

NOV 


1. STRUC OF OTP V;PC T/O TO BE TRANSFER FROM OTR AT LARGE TO VPC 

NOV 

2. FOLLOW APPROV PLAN-DIRECT ORDERLY PHASING IN OF OTR OFFICE TO WPC 

JAN 

3. ~ 'COORDINATE W/EACH OTR OFFICE TO ENSURE THAT PLAN IS DF-VKL WHEREBY 

JAN 

3. CLER POSI ART RESTRUCT OR CONSOLIDATED TO EFFECTIVELY UTILIZE 

JAN 

3. TIME NO LONGER FILLED BY TYPING i> SHORTHAND DOTIES 

JAN 


4. MONITOR IMPLEMENTATION OF EACH OTR OFFICE APPROVED PLAN FOR 
r 

FEB 


4. RESTRUCTURING OR CONSOLID OF CLER POSI WITHIN ITS JURISDICTION 

FEB 


5. CCNB REVIEW OF EFFECT OF V.PC/MAKE RECOM AS 70 IDEAL SIZF/STRUCT 

FED 

6. IN CONJUNCT W/ ISAS; REVIEW WE EQUIP THAT HAS COKE ON MARKET; 
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FILE# ; 1 9 


OBJECTIVE NO. 
DC I 


DAT ?F KEF CRT: 7L>0 3 00 

OFFICE OF TRAILING ACTION FLAN 

DD OFFICE 

1 9—2 


OBJECTIVE: REDUCE CTR R1 CORDS HOLDING (OFFICE FILED) LY 
1 5 % IN FY7 5 AND EFFECT AN ADDITIONAL 10 
REDUCTION DURING EY76 


FISCAL YEAR : 79 L 76 
1ST. FAN YEARS : 

1ST. DOLLARS ; 

TARGET DATE : JUN 
ACTION OFFICER: CH IFF SRS 


*«»*##«««***« y JJ 7 . c; fj' o N E S * * * * * * * * * * 

JUL AUG SEE . OCT' NOV DEC * JAN FEB EAR APR MAY JUN 

1. DISCUSS W'/ EACH UNIT CHIEF PROP 15% RELUCT OF OFF REC HOLD FY79 

2. REVIEW W/UNIT CHIEFS 01 R RFCORDS CONTROL SCHLDULE &• INITIATE 

2 / Definite plans eor the reduction oe office files 

3. REVIEW QUART RECORDS/ EACH UNIT; MONITOR b% DEDUCT EACH QUARTER 

OCT 1 JAN APR 


' ! 

o 

o 


DIV 

CTR 


SRS ■ 

Ofo 

O 

' FILES) 

LY 


L 10% 


o 

’ 


O' 

STATUS 

JUL-AUG 


STATUE 

SEP -OCT 

1*> 

STATUS 

NOV-DEC 


STATUS 

JAN-EEB -j- 


STATUS 

KAR--APR 

o 

STATUS 

KAY -JUN 


o 

o 

o 

o 

o 

G 

o 

G 

O 

3 

a 

0 

3 

.1 
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FI LEA : 20 

OFF IC E 

DAT* OF REPORT: 7BC306 

OF TRAINING ACTION PLAN 

O 

OBJECTIVE NO. 
DCI 

DD 

OFFICE D1V OTR 

„ 

. 


20-2 SRS 07 

0 


(OBJECTIVE ! REDUCE* SECURITY VIOLATIONS IN C'TR BY lb% IN FY75 


El S CAL YEAR : 

lb 

STATUS 

JUL-AUG ' 

FST. MAN YEARS: 


STATUS 

SEP -OCT 

EST. DOLLARS : 


STATUS 

Nov-mo = 

TARGET DATE : 

JUN 

STATUS 

JAN -FEB 4- 

ACTION OFFICER: 

CHIEF SRS 

STATUS 

MAR-APR 



STATUS 

MAY- JUN 


Li 


JUL 


■AUG 


*#*##*«#***#### >,• i lj.- c; TO N F K # # # *• * # * # # * 

SFP OCT NCV DEC JAN ■ FEB MAR 


APR 


MAY 


JULv 


1. ANALYSE FY74 VIOLATIONS; IDENTIFY PROBLEM AREAS 
JUL 

2. CONSULT' WITH UNIT CLIFF Il» PROBLEM AREA ( S ) 

- — AUG 


3. PREPARE PLAN FOR COUNTERING PROBLEM AREA (S) 

SFP 

4. COMPARE NO. OF VIOLATIONS AT KID— YEAR POINT W/SAKE TIME IN 

DEC 



4. PREVIOUS YEAR TO SEE IF SUFFICIENT PROGRESS IS BEING MADE TO OBJ 

DEC 

5. CHECK PROGRESS TOWARD GOAL/TAKE REMEDIAL ACTION IF NECESSARY 

MAR 



* 
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tlltf : 21 DAT OF RETORT: 7 50 3 06 

. OFF IC'D OF TRAINING ACTION PLAN 

OBJECTIVE NO. 

BCI DD OFF I C 12 DIV OTR 

21-2 SRS 00 

OBJECTIVE: REPORT ON FEASIBILITY OF A CFNTRAL ANSWERING 
TELEPHONE SYSTEM CONCEPT IN CTR DURING FY75 


FISCAL YEAR : 

75 


STATUS 

JUL- AUG 

EST. MAN YEARS J 



STATUS 

SFP -OCT 

EST. DOLLARS : 



STATUS 

NOV-DEC < 

TARGET 1 DATE : 

JUN 


STATUS 

JAN-FEB = 

ACTION OFFICER: 

CHIEF SKS 


STATUS 

MAR-APR 




STATUS 

MAY- JUN 


JUL AUG SFP OCE NOV DEC ^ JAN FEB MAR APR MAY JUN 

1. ASSESS & EVALUATE FX IS TING CENTRALIZED TELEPHONE SYSTEMS IN 

OCT 


1. BOTH CORNER & GOVERN FAC GIVING PARTIC ATT TO APPLIC TO OTR OFS 

OCT 

2. MEET Yi / REP RES ENT/ OTR UNITS TO EXPLORE TRF1R TELEPHONE PROD; 

DEC 

2. RELATE THESE PROBLEMS TO* ON-GOING SYSTEMS ELSEWHERE 


DEC 


3. CONSULT V/TELE FAC BRANCH TO INVESTIGATE AVAIL OF EQUIP /COSTS 

JAN 

’ 4. PREPARE REPORT ON FINDINGS AND RECOMMEND ACTION TO BE TAKEN 

MAR 
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STATINTL ; ] 

r ' t 

■ : v ; - y 


SENDER WILL CHECK CLASSIFICATION TOP AND BOTTOM 


UNCLASSIFIED 


CONFIDENTIAL 


SECRET 


OFFICIAL ROUTING SLIP 


TO 

NAME AND ADDRESS 

DATE 

INITIALS 

1 

. 

C/SRS 



2 




3 




4 




S 




6 





ACTIOH 


DIRECT REPLY 


PREPARE REPLY 


APPROVAL 


DISPATCH 


RECOMMENDATION 


CO (AMENT 


FILE 


RETURN 


CONCURRENCE 


INFORMATION 


SIGNATURE 




Remarks : 

For SRS Management Conference, 1400 
9 May 1975. 

Attached: 

a. Remaining FY 75 SRS Objectives. 

b. Memo for the Record of March 
conference with SRS. 

At the conference, Unit Chief will submit 
action plans for his FY 76-77 Objectives. 


FOLD HERE TO RETURN TO SENDER 


FROM: NAME. ADDRESS AND PHONE NO. 


OTR/PDS/R 


UNCLASSIFIED 


CONFIDENTIAL 


8 May 11 


SECRET 


F0HH KO. 237 Us * edition* 


:• <;r»i) : 1*314 O - 535-857 


(* 0 ) 




J t 


r I 

I ! 
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MEMORANDUM FOR THE RECORD 

SUBJECT: SRS Management Conference with DTR, STATINTL 

10 March 1975, 10:30 
Present: DTR, DDTR , 



PDA Ob jectiv e B6 7 5_0 3_,_ SRS _Obj ectiv e 1 - Review and Redesig n 
Q £ ti i e __A_g_cn cy T r aining Re cord ( ATR) 


OJCS agreed to a hi; 
ATR and has as signed I 


vriority for the redesign of th<x TAT ,|, m 
part time to do the olAlllNlL 


programming. We anticipate that it will take at least two 
months to complete the programming. The redesign of the ATR 
is working towards direct input. The Data Access Center 
(DAC) should be in the C of C within five months and we have 
identified the area in ISTB for the DAC. This objective now 
has a completion target date of 30 June 1975. The DDTR 
requested that a flowchart on the redesign of the ATR be 
prepared to show Mr. Blake at the Management Conference on 


2 7 March 197 5.- 


Ito prepare, 


SRS Object iv e 2 Improv e A dministratio n of the Agency Exte rnal 
Tr a'ining Prog ram 


The Office of Finance wants OTR to retain control of 
all external training. The Registration Group will do all 
billings, registrations, etc. Milestone #4 continues except 
for the Off-Campus Program for which a definit e procedure 
has been established. The DDTR requested that ^^^^^^^^^STATINTL 
provide a statement on savings to him in the ne^proceclure 
for handling trave l orders. The external training budget 
for the Agency is 

SRS Obj ect ive 3 - Adminis t er t he A gency Of f- Campus Program 
a n d T. n c rca s c Participatio n 

The objective has been completed and dropped from 
further reporting. 

SRS O b j ective 4 - Compo n ent Training Officers 
The objective has been dropped. 
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S RS Objective 5 - Word Processing Center (WPC) 

Two new machines are on order with a delivery date of 
May or June. The T/O of the WPC has been increased by two. 
Chief, SRS is negotiating on space for six machines. Nego- 
tiating with Chief, II on the possibility of obtaining 
additional adjoining space from II. The WPC will not save 
$35,000 in FY 1975, but it should show up in FY 1976. It 
was agreed that if new centers open up in the Agency, OTR 
personnel should be used to organize and set up the new 
centers. The DTR stated that we should try to get our girls 
the breaks. Presently, the WPC needs more material from 
LLC- -Chief, SRS working on this. 

SRS Objective 6 - Reduce R e cords Holding s 

This objective is ahead of schedule. We have reduced 
our records holdings by 13.3 percent against a target goal 
of 11.2 percent cumulative through February 1975. 

SRS Objective 7 Reduce S ec urity Violations 

The objective is ahead of schedule. There were no 
security violations since the last meeting-8 January 1975. 

SRS Obj ective 8 - Central Answering Telephone Syst ejn 

All Milestones are now on schedule. 

SRS Objective 9 - Computer Applications for Internal and 
External Program Activity 

This objective is part of and included in the DDA 
Objective B67 503, ’’Review and Redesign of the ATR" and DDA 
Objective B57505, "Establishment of an OTR Data Base." 
Therefore, SRS Objective 9 will be dropped from further 
reporting as a separate objective. 

Review of Proposed SRS Objectives for FY 1976-19 77. 

Chief, SRS submitted a revised list of proposed _ Unit - 
level SRS objectives for FY 1976-1977 and the following 
actions were taken: 

a. Presently in progress, but will continue into 
FY 1976. 


- 2 - 
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b. Out- -presently in progress and should be 
completed by end of FY 1975. 

c. OK 

d. OK 

e. OK 

f. Objective statement reworded to read "Restructure 
the Agency Off-Campus Program." The addition of Certificat 
Programs and the omitting of graduate- level couises 
should be covered in the milestones of the Action Plan. 

g. This objective is self-explanatory and need 
not be 'at the 0TR‘ (Unit) level requiring reporting to_ 
the DTR. This should be an SRS internal level objective. 

h. OK 


- 3 - 
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OUECTIVl:: RESTRUCTURE THE AGNECY OFF-CAMPUS PROGRAM 


ACTION PLAN - FY 1976 


MILESTONES: 

1. Meet with OTR, OJCS and University of Virginia representatives to 

discuss feasibility of instituting a Certificate Program in Information 
Systems in the Off-Campus Program curriculum. Completed 

2 . . Complete preparation of Employee bulletin surveying employee in- 

terest in Off --Campus Program courses for Fall, especially in Basic and Ad- 
vanced Certificate Programs in Information Systems. Completed 

3. Analyze results of survey bulletin and determine employee interest 

m the Certificate Program in Information Systems and other course offerings. 
(Undergraduate, graduate, and language) June 1975 

4. If employee interest warrants including an Information Systems 
Certificate Program in the Program, identify the specific^ courses to be in- 
cluded and instructors for them, in coordination with OJCS. July 1975 


5. Review one-year waiver procedure for Program registration with Civil 
Service Commission and Agency Training Officers. July 197s 
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6 . Draft Employee Bulletin announcing details of registration for 
Piogram and specific course offerings, highlighting the new program for 
Certificates in Information Systems. j u ly ^975 


7. In conjunction with 0JCS and University of Virginia, investigate 
methods of administering the Certificate Program and determine necessity for 
keeping records on participants separately from other Off-Campus Program 

students. . . ' , nnr 

August 1975 


8 . iF is determined that records on Certificate Program students must 

be kept '.separately from other Program students, develop method for accomp- 
lishing this'.'" • c . , 

September 1975 

9. Determine follow-on courses for Certificate Program to be included in 

Spring 1976 semester. October 1975 


10. Determine what other Certificate Programs might be added to the Off- 


Campus Program. 


February 1975 


• 11 • Investigate possibility of using EE0 funds, 

Program. 


in part, for Off-Campus 
January 1976 
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